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This list includes only books written in English between 1950
and 1973 and only the latest edition of books published in several editions.
The subject headings used in compiling the bibliography were:

Adjustment letters
Advertising, Direct-mail
Application letters
Business announCellient;
Corporation reports
Commercial corresponden.T
Communication in management
Employees, Reports to
English languageBusiness English
English languageRhetoric
English languageTechnical English

Form !alters
Letter services
Letterheads
lic;sumt:s
Report writing
Sales letters
Technical writing
Technical reports
Technical writing as a profession
Communication of technical information

BOOKS ON BUSINESS WRITING AND TECHNICAL WRITING
IN THE UNIVERSITY OF ILLINOIS LIBRARY

MARY ANN BOWMAN
University of Florida

BUSINESS WRITING

Adelstein, Michael E.
Contemporary business writing. New York, Random House, 1971.

xvi, :365 p.

Adler, Kenneth R.
Pathway to your future; the job résumé and letter of application.

Cambridge, Mass., Bellman, 1971. 33 p. Includes bibliography.
Adventures in selling. Case study report. no. 1, 196o- . Garden

City, N.Y., Direct Mail Advertising Association.
Ahmad. Tofail

Commercial English and market reports, for business communica-
tion students. ist ed. Dacca, Majid Pub. House, 1966. N.6- 444, 149, 3 P.
American Business Communication Association.

The ABCA bulletin. Dec., 1936- . Urbana, Ill.
American Business Press, Inc. Committee on Education.

Birth of an article. New York, 1966. 45 1. ( Writing and editing for
the business press, i )
American Mail Advertising.

Adver kit, distinctive direct mail campaigns. Boston, 1956. 1 v.

( unpaged )
American Management Association.

Reports to top management for effective planning and control.
New York, 1953. 117 p.

3



34 THE JOURNAL OF BUSINESS COMMUNICATION 12:2

Superior-subordinate communication in managenwnt, by Norman
R. F. Maier and otlwrs. New York, 1961. 96 p. ( AMA research study,
1

Angel, Juvenal London()
Specialiwd résumés for excutives and professionals. New York,

Regents, 1967. 16o p.

Why and how to prepare an effective job résumé. 5th cd., rev, and
enl. New York, World Trade Academy Press, 1972. 506 p.
The Annual report; a document of modern business. v. 1, 1959-

Detroit, Research Bureaus.
Archer, Robert M.

Basic business communications, by Robert M. Archer and Euth
Pearson Ames. Englewood Cliffs, N. J., Prentice-Hall, 1971. viii, 408
p. Includes bibliographies.
Association of National Advertisers. Sales Promotion Committee.

Coupon promotions. Edited by Robert M. Prentice. New York,
1962. xii, 179 p. Includes bibliographies.
Auriwr, Robert Ray

Effective communication in business, with management emphasis,
by Robert R. Aurner and Morris Philip Wolf. 5th ed. Cincinnati,
South-Western, 1967. xi, 644 p. Bibliographical footnotes.
Ballinger, Raymond ' A.

Direct mail design. New York, Reinhold, 1963. 224 p. Includes
bibliography.
Barry, Robert E.

Business English for the 70s; a t(2xtworkbook. Englewood Cliffs,
N. J., Prentice-Hall, 1970. xii, 351 p.
Bassett, Glenn A.

The new face of communication. New York, Amerkan Manage-
ment Association, 1968. 204 p. Bibliographical footnotes.
I3aty, Wayne Murlin

English for business. Belmont, Calif., Wadsworth, 1966. xi, 466 p.
Bell, Barrie Alonzo

How to get the right start in direct advertising. Garden City, N. Y.,
The Reporter of Direct Mail Advertising, 1954. 76 p.
Bell,- Reginald William

Be sure you agree. London, G. Allen & Unwin, 196o. 16o p.

4



BUSINESS TECHNICAL WRITING BIBLIOGRAPHY BOWMAN 35

Benevento, Philip
Administrative comnim iication. Ann Arbor, Mich., University

Microfihns, 1956. xi, 255 1. ( University Microfilms publication no.
19,371) Ph.D. thesis, Syracuse University. Microfilm copy.
Bettinghaus, Erwin Paul

Persuasive communication. New York, Holt, Rinehart and Winston,
1968. 5, 308 p. Includes bibliography.
Bhatia, Brajesh

A study in family planning communication: direct mailing, by
Brajesh Bhatia, D. C. Dubey and A. K Devgan. New Delhi, Central
Family Planning Institute, 1966. 19 p. (CM monograph series, 1 )
Bhattacharyya, Santosh Kmnar

Annual company reports. 2d ed. New Delhi, Company Law Board,
Ministry of Finance, Gov't. of India, 1964. 44 p.
Biegeleisen, Jacob Israel

Job r6sum(:.s: how to write them, how to present them. New York,
Grosset and Dunlap, 1969. 96 p.
Boyce, Courtland L.

Better business writing for bigger profits. New York, Exposition,
1970. 238 p. ( Exposition-Banner book)
Boyd, William Paxton

Productive business writing, by William P. Boyd and Raymond V.
Lesikar. Englewood Cliffs, N. J., Prentice-Hall, 1959. 513 p.
Bradish, Richard Dwight

A critical evaluation of the financial information contained in pub-
lished corporate annual reports. Ann Arbor, Mich., University Micro-
films, 1964. iv, 247 1. Ph.D. thesis, University of Washington. Micro-
film copy.

Brennan, Lawrence David
Modern communication effectiveness. Englewood Cliffs, N. J.,

Prentice-Hall, 1963. 501 p. Includes bibliography.
Breth, Robert D.

Dynamic management communications. Reading, Mass., Addison-
Wesley, 1969. xiii. 217 p
Bromage, Mary ( Cogan )

Writing for business. Ann Arbor, University of Michigan Press,
1965. xii, 178 p (Ann Arbor paperbacks, Arkio8)
Brown, Leland

Communicating facts and ideas in business. 2d ed. Englewood



THE JOURNAL OF BUSINESS COMMUNICATION' 12:2

Cliffs, N. J., Prentice-I lall, 1970. xv- 44:3 P. Includes bibliographies.

Efkctive busine.:.4 report writing. 3d ed. Englewood Cliffs, N. 3.
Prentice-Hall, 1973. 449 P.
Buckley, Eark A.

How to write better business letters. New York. McGraw-Hill,
1957. 250 p.

Business Communications Conference, Wayne State University, De-
troit, 1950.
How to improve business communication. Edited by Spencer A.

Larsen. Detroit, Wayne State University Press, 1951. viii, 221 p.
Business communications review. V. 1. 1971- . Downers Grove, Ill.
Butterfield, William Henry

Common! s,. in letter writing. Englewood Cliffs, N. J., Prentice-
Hall, 1963. 235 P.

Letters that build bank business. !Danville. Ill., Interstate, 1953.
too p
Carrithers, Wallace M.

Business information and accounting systems, by Wallace M. Car-
rithers and Ernest II. Weinwurm. Columbus. 0., C. E. Merrill, 1967.

734 p. Bibliographical footnotes.
Carter, Robert M.

Communication in organizations: an annotated bibliography and
sourcebook. Detroit, Gale Research, 1972. ix, 272 p. ( Management
information guide. 25)
Cerf, Alan Robert

Corporate reporting and investment decisions. Berkeley, Public
Accounting Research Program, Institute of Business and Economic
Research, University of California, 1961. 177 P. Includes bibliog-
raphy.

Chamber of CO111111011' of the United States of America
Better business relations through letters to employees. Washing-

ton, 1965. 22 p.
Business Relations Dept.

Better business relations through employee annual reports, by
Robert Newcomb and Marg Sammons. Washington, 1956. 36 p.
Chambers, Raymond J.

The function and design of company annual reports. Sydney, Law
Book Co. of Australasia, 1955. 322 p
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BUSINSS TECHNICAL WRITING BIBLIOMIPHY BOWMAN 37

Chisholm, Cecil
Communication in industry. London, Business Pubfications,

284 p.
Chorafiis. Dimitris N.

The communication barrier in internal management, New York,
American Management Association. 1969. 76 p. (AMA research pa-
per. 100)
Cloke, Marjane

Modern business letter-writer's manual, by Marjane Cloke and
Robert Wallace. Garden City, N. Y., Doubleday, 1969. 215 p.
Coffin. Harry Bigehm

Layout file for printers and advertisers. New York, Moore, 1957.
63 p. (Direct Mail Advertising Associatidn. Research report)
Coffin. Richard NI.

Effective communication of employee benefits, by Richard M. Cof-
fin and Michael S. Shaw. New Y,,rk. American Management Asso-
ciation, 1971. 124 P.
Collier, Robert

The Robert Collier letter book. 6th ed., rev, and enl. New York,
Prentice-Hall, 1950. xiv, 463 p.
Compendium of Annual Reports, Inc.

The compendium of annual reports. Designed by George Paton.
New York, 1964. 132 1/.

Cooper, Joseph David
flow to communicate policies and instructions. Washington, BNA,

1960. 348 p. ( BNA operations manual)
Cox. Homer Lee

Factors involved in clarity of liaiguage alio evaluation of the clar-
ity achieved in selected business letters. Ann Arbor, Nlich., Univer-
sity Microfilms, 1955. 169 1. ( University Microfilms publication, no.
13,153) Ph.D. thesis. Northwestern University. Microfilm copy.
Crouch, William George

Bank letters ,and reports. New York, American Institute of Bank-
ing. 1961. 491 p.
DNIAA case study reports. no. 1-30, 1954-1957. New York, Direct

Mail Advertising Association.
DMAA newsletter. Dec. 1, 1952-Mar., 1959. New York, Direct Mail

Advertising Association. 8 v.
DMAA postal bulletin. June 5, 1953-June 1959. New York, Direct

Mail Advertising Association. 7 v.
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38 TIIE JOURNAL OF BUSINESS COMMUNICATION 12:2

Darnerst, William A.
Resourceful business cOMmunication. New York, Harcourt, Brace

& World, 1966. xiii, 527 p. Bibliographical footnotes.
D'Aprix, Roger

How's that again? Homewood. Ill., Dow Jones-Irwin, 1971. xiv,
162 p.

Dartnell office administration service. April, 1964- . Chicago,
Dartnell Corp.
Dawe, Jessamon

Functional business communication, by Jessamon Dawe and Wil-
liam Jackson Lord, Jr. Englewood Cliffs, N. J Prentice-Hall, 1968.
xviii, 646 p.

Writing business and economic papers, theses, and dissertations.
Totowa, N. J., Littlefield, Adams, 1965. vii. 192 p. (Littlefield, Ad-
ams quality paperback, 96). Includes bibliographies.
Dawson, Presley C.

Business writing: a situational approach. Belmont, Calif., Dicken-
SOn, 1969. viii, 354 p.
De Mare, George

Communicating for leadership; a guide for executives. New York,
Ronald PresS, 1968. x, 283 p. Includes bibliography.
Devlin, Frank J.

Business communication. Homewood, Ill., Irwin, 1968. xi, 705 p.
Ind udes bibliography.
Direct Mail Advertising Association

Code of ethics and standards of practice for the rental and ex-
change of mailing lists. by Boyce Morgan. New York, 1958. 12 p.

DIM.AA presents the story of direct advertising. New York, 1956.
34 P.

DMAA: the subject directory for Direct Mail Advertising library
of ideas. New York, 1961. 29 p.

Direct mail file of ioo ideas. New York, Moore, 1957. 1 V. (un-
paged)

Direct mail manual. New York, 1962- . 1 v. (loose-leaf)
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Membership roster. New York.

Washington newsletter. Washington.

39

Your president's report. Mr. 18, 1959- . New York.

Direct mail list rates and data. v. 1, Jy 1967- . Skokie, Ill.,
Standard. Rate & Data Service.

Directory of mailing list houses. 1958- . New York, B. Klein.
Donnelly, Augustine Stanislaus

Communications in modern business. Sydney, Butterworths, 1960,
280 p.
Dopuch, Nicholas

Toward a theory of information processing in corporate reporting.
Urbana, Ill., 1961. viii, 258 1. Fh.D. thesis, University of Il lihois:

Douglass, Paul Franklin
Communication through reports. Englewood Cliffs, N. J., Prentice-

Hall, 1957. 410 p. Includes bibliographies.
Draughon, Clyde 0.

Practical bank letter writing. Boston, Bankers Pub. Co., 1971. x,
217 p. Includes bibliography.
Duerr, Carl

Management kinetics: Carl Duerr on communication. New York,
McGraw-Hill, 1971. xvii, 214 p. (McGraw-Hill European series in
management )
Effective communication on the job: a guide for supervisors and ex-

ecutives. Rev. ed. Editors: Elizabeth Marting, Robert E. Finley
and Ann Ward. New York, American Management Association,
1963. 304 p.

Employee relations service. Feb.-Nov. 1939, Jan. 1941-Mar. 1964.
Chicago, Dartnell Corp. 17 V.

Floyd, Elizabeth R.
Preparing the annual report. New York, American Management

Association, 1960. 112 p. ( AMA research study, 46)
Fortune

How to build a mailing list. New York, Tme, 1956. 31 p.

Readings in communication from Fortune. Edited by Francis
William Weeks. New York, Holt, Rinehart and Winston, 1961. 143 p.
Foundation for Research on Human Behavior

9
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Communication in organization: some new research findings. Ann
Arbor, Nlich., 1959. 48 p. Includes bibliography.
Franey, Lester Eugene

Handbook of business letters. Rev. ed. Englewood Cliffs, N. J.,
Prentice-Hall, 1965. X. 918 p.

Practical .business writing, by L. E. Frailey and Edith L. Schnell.
New York, Prentice-Hall, 1952. 697 p.
Frvihley, Dwight Lowell

A study of the attitudes of industrial management personnel to-
ward communication. Ann Arbor, Mich., University Microfilms, 1955.
362 1. ( University Microfilms publication, no. 15,831) Ph.D. thesis,
Ohio State University- Microfilm copy.
Gallagher, William J.

lkport writing for management. Reading, lass., Addison-Wesley,
1969. 2 tG p. Bibliographical footnotes.
Gimore, Frank Forster

Formulation and advocacy of business policy. Ithaca, N. Y., Cor-
nell University, 1968. 72 p. Bibliographical footnotes.
Goodman, David S.

President's letter book. Englewood Cliffs, N. J., Prentice-Hall,
1970. 311 p.
Gould.Nlarks, Langton

Management communication through audio-visual aids. London,
L. Hill, 1966. 251 p.
Gruber, Edward C.

Resum6s that get jobs. New York, Arco, 1969, 01967. v, 150 p.
Gunning, Robert

New guide to more effective writing in business and industry. Bos-
ton, Industrial Education Institute, 1962. 1 v. (various pagings)
Harder, Virgil Eugene

A history of direct mail advertising. Urbana, 111., 1958. v, 261 /.
Ph.D. thesis, University cf Illinois.
Hay, Robert D.

Business report writing, by Robert D. Hay and Raymond V. Lesi-
kar. Homewood, Ill., R. D. Irwin, 1957. 352 p.

Written communications for business administrators. New York,
Holt, Rinehart and Winston, 1965. xix, 487 p. Bibliographical foot-
notes.

1 0
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Hender.son, Greta LaFollette ( Whiteside)
Business English essentials, by Greta L. Henderson and Price R.

Voiles. 4th ed. New York, McGraw-Hill, 1970. vi, 218 p.
Higgin, Gurth

Communications in the building industry, by Gurth Higgin and
Neil Jessop. London, Tavistoek, 1965. 125 p. Includes bibliography.
Highsaw, Robert I3aker

Connnunication in public administration, edited by. Ijobert H.
Highsaw and Don L. Bowen. University, Bureau of Public Admin-
istration, University of Alabama, 1965. 89 p. ( University of Alabama,
Bureau of Public Administration, Publications, 96) Bibliographical
footnotes.
Himstree:, William C.

Business communications: principles and methods, by William
Himstreet and Wayne Murlin Baty. 4th ed. Belmont, Calif., Wads-
worth, 1969. 479 p. Includes bibliography.

Business English in conmiunications, by Willimn Himstreet, Leon-
ard J. Porter and Gerald W. Maxwell. Englewood Cliffs, N. J.,
Prentice-Hall, 1964. 468 p.
Hodgson, Richard S.

The Dartnell direct mail and mail order handbook. Chicago, Dart-
nell, 1964. 1092 p Includes bibliography.

Direct mail showmanship. Boston, American Marketing Services,
196i . xxii, tot p. (loose-leaf) ( Marketing library, v. 1)
Hoke, Henry Reed

How direct mail solves management problems. Garden City, N. Y.,
The Reporter of Direct Mail Advertising, 1954. 46 p.

flow to think about direct mail. Garden City, N. Y., The Reporter
of Direct Mail Advertising, 1951. 49 p.

flow to think about industrial direct mail, by Henry Hoke and
many others. Garden City, N. Y., The Reporter of Direct Mail Adver-
tising, 1955. 111

How to think about mail order, by Henry Hoke and many others.
Garden City, N. Y., The Reporter of Direct Mail Advertising, 1954,
84 p.

1 1



42 THE JOURNAL OF BUSINESS COMMUNICATION 12:2

How to think about production and mailing. Garden City, N. Y.,
The Reporter of Direct Mail Advertising, 1952. 50 p.

How to think about readership of direct mail. Garden City, N. Y.,
The Reporter of Direct Mail Advertising, 1952, 66 p.

How to think about showmanship in direct mail. Garden City,
N. Y., The Reporter of Direct Mail Advertising, 1954, 59 p.

What you should know about direct mail, by Henry Hoke, Sr. Dobbs
Ferry, N. Y., Oecana, 1966.
Howard, C. Jeriel

Desk copy: modern business communications, by C. Jeriel Howard
and Donald A. Gill. San Francisco, Canfield Press, 1971. ix, 367 p.
Huseman, Richard C.

Readings in interpersonal and organizational communication, by
Richard C. Huseman, Cal M. Logue and Dwight L. Fresh ley. Bos-
ton, Holbrook, 1969. x, 496 p.
Illinois. University. Bureau of Business Management.

How to use the mails for sales. Urbana, 1954. 32 p. (Its Bulletin,
852 ) Includes bibliography.
Institute in Technical and Organizational Communication, Colorado

State University.
Proceedings. 1st, 1958- . Fort Collins, Colorado State Univer-

sity.

Insurance Advertising Conference.
Direct mail selling for insurance producers. Philadelphia, 1950.

47 p.
International Association of Business Communicaton.

IABC news. v. 1, 1971- . Akron, 0.

IABC notebook. 1938-June, 1971. Akron, 0. 34 V.
International Trade Union Seminar on Problems and Techniques of

Information within the Trade Union Movement, Galway, Ireland,
1961.
Final report, by the Division for Social Affairs of 0.E.C.D. Paris,

Organisation for Economic Co-operation and Development, 196_
83 p.

1 9
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Interpersonal communication in the modern organization, by Ernest
C. Bormann and others. Engkwood Cliffs, N. J., Prentice-Hall,
1.969. xiii, 315 p. Includes bibliographies.

Ironman, Ralph
Writing the executive report. New York, Funk & Wangalls, 1968,

1966- 145 P.
Janis, jack Harold

The business research paper. New York, Hobbs, Dorman, 1967.
ioo p. ( Business communication series) Includes bibliography.

Writing and communicating in business. New York, Macmillan,
1964. x, 502 p. Includes bibliographies.
Jaquish, Michad P.

Personal résumi, preparation. New York, Wiky. 1968. 158 p.
(Wiky serks on human. communication) Includes bibliography.
Johnson, Thomas Perry

Analytical writing; a handbook for business and technical writers.
New York, Harper & Row, 1966. 245 p. Includes bibliography.
Johnson and Johnson, Inc.

Communications in business and industry. Ikvised. New Bruns-
wick, N. J., 1954. 50 p.
Joplin, Bruce

Effective accounting reports, by Bruce Joplin and James W. Pat-
tillo. Englewood Cliffs, N. J., Pwntice-Hall, 1969. 251 p. Bibliograph-
ical footnotes.
The Jounial of organizational communications. v. 1, fall 1971-

Akron, O., International Association of Business Communicators.
Kemp, Patrick Samuel

A study of the effectiveness of contemporary professional account-
ing literature. Urbana. Ill., 1959. 145 1. Ph.D. thesis, University of
Illinois.

skid, Lewis
Mail order strategy. Carden City, N. Y., The Reporter of Direct

Mail Advertising, 1956. 129 p. (Direct Mail Advertising Association,
Research report)
Koch, Robert

What you should know about business writing. Dobbs Ferry, N. Y.,
Oceana, 1967. 92 p. Busines.8 almanac serks, no. 9)
Koestkr, Francis A.

1 3
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Creative annual reports. New York. National Public Relations
Council of Health and Welfare Services. 1969. 71 p. Bibliographical
refereitees.
Korman. Abraham Kenneth

Word association in the management hierarchy. Urban:to III.. 1960.
105 1. M.S. thesis. University of Illinois.

Krey. Isabelle A.
Effective writing for business, by Isabelle A. Krey and Bernadette

V. Metzler. New York, Harcourt, Brace and Work]. 1968. xiv. 367 p.
Limb. Nlarion Minerva

Bnsiness letters. memorandums, nd reports; a basic text in busi-
ness cominimication, by Nfarion NI. Lamb and Eugene II. Hughes.
New York. Harper & Row, 1967. xiii, 555 p. Includes bibliography.
Latz. I larry

The dramatization and personalization of direct mail! New York.
1954. 301. (Direct Mail Adv('rtising Association. Research report)
Lawrence. Ndda R.

Writing communications in business. Englewood Cliffs, N. J..
Prentice-Ilall. 1964. vii,. 145 P. (Prentice-Hall professional business
series) Includes bibliography.
Lelinton. Preston P.

Administrative intelligence-information systems. Boston. Hough-
ton Mifflin, 1969. ix. p. Includes bibliography.
Lesikar, Raymond Vincent

Business communication: theory an(1 pplication. Rev. ed. Home-
wood, Ill.. II. I). Mal, 1972. xii, 5S$ p. Includes bibliographical ref-
erences.

Report writing for Imsiness. 3d ed. Homewood, Ill., R. D. Irwin.
1969. 440 P. Includes bibliography.
Lewis, Ronello B.

Accounting reports for management. Englewood Cliffs. N. J.,
Prentice-Hall, 1957. 187 p.
Leyton, A. C.

The art of communication; communication in industry. London,
Pitman, 196S. ix. 214 p. huieludes bibliography.
Lindaner, J. S.

Writing in business. New York, Macmillan, 1971. Xiii, 269 p.
Little, John D.

1 4
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Complete credit and collection letter book. 2d ed. Englewo.-A
Cliffs. N. J., Prentice-flar. 1964. xiii, '393 p
McDonough, Adrian Martin

An analysis of information structure for the inchtstrial manufac-
turing finn. Alm Arhor, Mich., University :Microfilms, 1956. xxiii,
263 /. ( University Microfilms publication, no. 16,339) Ph.D. thesis,
University of Pentisylvaina. Microfilm copy.

Infonnation economics and management systems. New York,
McGraw-Hill, 1963. :32t p. (McGraw-Hill series in management)
Includes bibliography.
Nlchitosli, Donald W.

Teelmiques of Imsiness communication. Boston. Holbrook, 1972..

xii, 452 p, Includes bibliographical references.
Mager, Nathan II.

Complete letter writer, compiled and edited by Nathan H. and
Sylvia K. Mager. New York. Pocket Books, 196S. viii, 310 p.
Martin, George W.

Let's coninumicatc: a sdf-help program on writing memos and
letters. Reading. Mass., Addison-Wesley, 1970. X. 125 p.
Matthews. Lempi K.

Making the most of your :inland report. Chicago. Public Personnel
Association. 1963. 76 p. ( Personnel report. no. 633) Includes bibli-
ography.

Mayer, Edward Norton
How to make more money with your direct mail. 3d ed. Pleasant-

ville, N. Y., Printers' Ink Books, 1957. 3(3 p. (Printers Ink business
books)

Menning, Jack Harwood
Communicating through letters and reports, by J. II. Menning and

C. W. Wilkinson, 5th id. Homewood, III., R. D. Irwin, 1972. xiii.
744 P.
Merrilme, Willrd V.

Managing by communication. New York, McGraw-Hill, 1960.
3o6 p.

Midwest Public Relations Conference, University of Wisconsin. 1957.
How do we conummicate? Edited by Connie Jean Conway. Madi-

S011, 1957. 50 p.

.\ filler, Theron F.

1 5
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How to write a job-getting r6sumé. New York, Vantage, 1967.
122 p.
Monoghan, Patrick C.

Writing letters that sell you, your ideas, products and services.
New York, Fairchild, 1968. xvi, 186 p.
Moonman, Eric

Communication in an expanding organization. London, New York,
Tavistoek, 1970. vii, 182 p.
Nlorgan, John Smith

Getting across to employees; a guide to elkctive communication
on the job. New York, McGraw-Hill, 1964. x, 310 p.
Morris, John 0.

Make yourself dear; Morris on business communication. New
York, McGraw-Hill, 1972. x, 226 p.
Morrison, Robert Haywood

Profit-making letters for hotels and restaurants, by Robert H. Mor-
rison and Josephine Montgonwiy. Rev. ed. New York, Ahrens, 1959.
iSo p.
Murphy, Dennis

Better business communication. New York, McGraw-Hill, 1957.
306 p.
Murphy, Herta A.

Effective business communications, by Herta A. Murphy and
Charles E. New York, McGraw-Hill, 1972. 783 p.
National Cou.- . of Mailing List Brokers.

How to work with mailing list brokers. New York, Direct Mail
Advertising Assodation, 1959. 32 p. (DMAA research report)
National Research Bureau, Inc.
42 ways to cut your direct mail costs. Chicago, 1952. 45 p.

National Retail Merchants Association. Store Management Group.
Communications downward & upward. New York, 1967. 92 p.

Newcornb, Robert
Employee communications in action, by Robert Newcomb and

Marg Sammons. New York, Harper, 10i. 337 p.
Nutter, Carolyn F.

The résumé workbook. 4th ed. rev. Cranston, R. I., Carroll Press,
1970. 128 p. Includes bibliographies.
Owen, Allan Folkert

Business letter readability; a five decade study. Urbana, III., 1963.
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